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U.  S.  DEPARTMENT  OF  HEALTH.  EDUCATION.  AND  WELFARE 
Public  Health  Service  - Information  Servloee 


FOREWORD 


This  Guide  to  PHS  Public  Information  Clearance  Procedure  has 
been  prepared  for  the  guidance  of  persons  concerned  with  the  policy  and 
production  clearance  of  press  releases,  publications,  speeches,  articles, 
exhibits,  motion  pictures,  film  strips,  radio  and  television  presentations 
and  other  public  information  materials. 

The  basic  formal  documents  which  govern  clearance  of  public 
information  materials  in  the  Department  and  in  the  Service  have  been 
included  as  well  as  the  names,  room  numbers  and  telephone  extensions 
of  public  information  personnel  concerned  with  the  process. 

It  is  obvious  that  the  mechanisms  here  described  do  not  cover 
every  contingency.  Departmental  and  Public  Health  Service  policies 
and  procedures,  as  in  all  organizations,  continue  to  undergo  progressive 
change.  As  these  procedures  take  form,  they  will  be  issued  and  for- 
warded for  inclusion  in  this  guide. 


January  1,  1960 


J.  Stewart  Hunter 
Assistant  to  the  Surgeon  General 
for  Information 
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PHS  GENERAL  CIRCULAR  NO.  13  - Public  Reporting  Clearanc 

PHS  GENERAL  CIRCULAR  NO.  92  - Publications  Policies  and 

Responsibilities 

MEMORANDUM  (lOSG  to  BIO  - 11/19/59)  Re:  Clearance  of 

Manuscripts  and  Publi- 
cations 


Part  1 - PRESS  RELEASES 


There  are  four  types  of  press  releases. 

1.  General  --  for  newspapers,  news  magazines,  radio,  TV,  etc. 

2.  Professional  --  for  technical  and  scientific  journals. 

3.  Announc ements  --  for  news  of  appointments  to  positions  below 
the  level  of  Institute  and  Division  Directors  and  appointments  of  advisory 
council  members. 

4.  Regional  and  field  releases  --  for  local  or  regional  media. 
Department  and  Public  Health  Service  Clearance: 

General  releases  are  cleared  by  the  Bureau  Information  Officers, 
the  Assistant  to  the  Surgeon  General  for  Information,  and  the  Director 
of  Public  Information  of  the  Department.  They  are  released  to  the  public 
through  the  Department  Press  Officer. 

Professional  releases  are  cleared  by  the  Bureau  Information 
Officers,  the  Assistant  to  the  Surgeon  General  for  Information  and  the 
Department.  They  are  released  by  the  originating  office  which  may  at 
its  discretion  use  the  machinery  and  facilities  of  the  Department's  Press 
Office. 

Announcements  are  issued  by  the  Divisions  or  Institutes  them- 
selves, after  clearance  by  the  Bureau  Information  Officer. 

Regional  and  field  releases  are  prepared  by  Regional  and  local 
field  offices  and  contain  information  largely  of  local  interest  only.  They 
are  released  in  the  field  after  being  cleared  by  headquarters  as  outlined 
later  in  this  document. 

NOTE:  When  any  release  is  forwarded  by  a Bureau  to  the  OSG, 

it  is  presumed  to  have  been  cross -cleared  with  other 
units  of  the  Service  and  the  Department  and  with  other 
Government  agencies  who  may  have  a substantial  policy 
interest  in  its  contents. 


Two  copies  of  all  releases,  other  than  "General  Re- 
leases", are  to  be  furnished  the  Assistant  to  the  Sur- 
geon General  for  Information.  One  of  these  will  be 
furnished  the  Department  for  Press  Service  files. 


Procedure  for  General  Releases 

1.  Initiating  Office:  Prepares  and  forwards  to  the  Bureau  Infor- 
mation Officer  8 copies  of  the  release  and  5 copies  of  the  green 
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clearance  form.  Items  1 through  8 are  to  be  completed  by  the  initiating 
office.  The  release  may  carry  a suggested  release  date.  However,  it 
should  allow  sufficient  time  for  clearance  by  the  Bureau,  the  OSG,  and 
the  Department. 

2,  Bureau  Information  Officer:  Reviews  the  release  and,  if  ap- 
proved, initials  and  forwards  5 copies  of  the  release  and  3 green  sheets 
to  the  Office  of  the  Assistant  to  the  Surgeon  General  for  Information. 

3.  Assistant  to  the  Surgeon  General  for  Information:  Reviews  the 
release  and,  if  approved,  forwards  3 copies  of  the  release  and  2 green 
sheets  to  the  Clearance  Officer  of  the  Department.  When  the  release 
date  is  set,  the  Department  Press  Officer  will  notify  the  "call  back"  of 
the  release  time. 

NOTE:  It  is  important  that  the  "call  back"  or  someone"  equally 

qualified  to  discuss  the  release  be  available  during  the 
period  in  which  it  is  being  cleared  and  for  a reasonable 
time  after  it  is  issued.  It  is  important  that  all  except 
the  most  minor  changes  be  discussed  with  the  origi- 
nating office.  If  there  are  major  changes,  the  release 
is  subject  to  reclearance  by  the  Bureau  and  OSG. 

Procedures  for  Professional  Releases 


1.  Initiating  Office:  Prepares  and  forwards  4 copies  of  the  re- 
lease and  4 copies  of  the  pink  clearance  form,  PHS  Form  1557,  to  the 
Bureau  Information  Office. 

As  with  general  releases,  it  is  assumed  that  cross-clearances 
have  been  obtained  before  the  professional  release  comes  to  the  Bureau 
and  that  the  call-back  will  be  available  for  consultation.  The  release 
should  also  carry  a suggested  release  time  which  allows  for  clearance 
by’ the  OSG  and  the  Department. 

If  the  release  is  to  be  issued  through  the  Department,  Form 
HEW-317  (duplicating  requisition)  should  note  that  fact  with  specified 
distribution.  If  the  Division  wishes  to  distribute  through  its  own  facili- 
ties, that  fact  should  be  noted  on  the  HEW-317  and  the  planned  distri- 
bution listed. 

2.  Bureau  Information  Office:  Reviews  the  release  and,  if  ap- 
proved, initials  and  forwards  3 copies  of  the  release  and  3 copies  of 
the  clearance  form  to  the  Assistant  to  the  Surgeon  General  for  Infor- 
mation. 

3.  Assistant  to  the  Surgeon  General  for  Information:  Clears  the 
release  and  forwards  to  the  Department  for  clearance  and  issuance,  or 
returns  to  the  Bureau  if  the  originating  office  is  to  make  distribution. 
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NOTE:  In  the  latter  case,  in  addition  to  whatever  distribution 

the  Division  or  Institute  makes,  the  following  distri- 
bution is  to  be  made  of  all  professional  releases  at 
least  3 working  days  in  advance  of  the  release  date 
whenever  possible. 

Send  20  copies  to  Department  Press  Officer  - 
Room  5541  North  Bldg. 

35  copies  to  Chief,  Public  Inquiries  Br.,  PHS 
Room  5525,  North  Bldg. 

4 copies  to  Bureau  Information  Officer  except 
NIH  (NIH  send  to  Editorial  Sec.,  SRB.) 


Procedure  for  Announcements 


1.  Initiating  Office:  Prepares  three  copies  of  the  announcement 
and  three  copies  of  PHS  Form  1557  and  forwards  to  the  Bureau  Infor- 
mation Office. 

Announcements  may  carry  a suggested  release  date,  but  they 
should  allow  time  for  clearance  by  the  Bureau. 

The  word  "release"  or  "it  was  announced  today"  or  other  standard 
press  release  language  should  not  be  used. 

2.  Bureau  Information  Officer:  Reviews  the  announcement  and 
following  clearance,  returns  it  to  the  initiating  office  for  duplicating  and 
distribution. 


In  addition  to  the  primary  distribution  the  following  distribution 
is  to  be  made  of  all  announcements  at  least  3 working  days  in  advance 
of  issuance: 


Send  10  copies  to  the  Department  Press  Officer,  Room  5541, 

N.  Bldg. 

3 copies  to  Information  Services,  OSG,  Room  5521,  N.  Bldg. 

4 copies  to  Bureau  Information  Officer  except  NIH  (NIH  send 

to  Editorial  Section,  SRB) 

2 copies  to  Public  Inquiries  Branch,  PHS,  Room  5525, 

N.  Bldg. 


Procedure  for  Regional  or  Field  Releases 


NOTE:  In  this  document,  the  term  "regional  or  field"  is  not 

applicable  to  the  Communicable  Disease  Center  or  the 
Sanitary  Engineering  Center,  which  will  continue  to 
operate  in  a general  sense  as  headquarters  divisions  in 
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the  press  release  area.  Although  there  are  only  rare 
occasions  when  regional  offices  or  field  representatives 
will  find  it  necessary  to  issue  press  releases,  this  pro- 
cedure is  inserted  for  their  assistance  on  those  occasions. 

1.  Regional  or  Field  Representative:  Forwards  release  to  Bureau 
Information  Officer  (unless  he  feels  that  the  release  should  go  through  a 
Division  or  Institute).  If  there  is  no  time  urgency  to  the  release,  mails 
or  teletypes  to  above  official  for  clearance.  If  there  is  a time  urgency, 
telephones  above  official  for  discussion  and  possible  clearance. 

2.  Bureau  Information  Officer:  If  the  release  is  written,  initials 
if  approved  and  forwards  to  the  Assistant  to  the  Surgeon  General  for 
Information.  If  clearance  is  requested  by  telephone,  discusses  with 
regional  representative:  clears,  if  approved,  and  subsequently  informs 
Assistant  to  the  Surgeon  General  for  Information.  If  further  policy 
clearance  is  necessary,  calls  Assistant  to  the  Surgeon  General  for  Infor- 
mation for  discussion. 

3.  Assistant  to  the  Surgeon  General  for  Information:  Clears  the 
release  if  it  is  written  and  returns  to  the  Bureau  for  forwarding  to  the 
field  representative.  If  the  release  is  not  on  paper  and  this  office  has 
been  informed  by  telephone,  then  the  Assistant  to  the  Surgeon  General 

for  Information  decides  whether  or  not  the  Department  should  be  informed. 

The  regional  or  field  official  will  determine  the  number  of  copies 
to  be  duplicated  and  distributed,  and  will  arrange  for  copies  of  the  re- 
lease to  be  forwarded  to  the  Bureau  Information  Officer  for  further  dis- 
tribution within  PHS  and  to  the  Department. 
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Part  2 - PRESS  CONFERENCES 


1.  All  formal  or  prearranged  press  conferences  must  be  cleared 
in  advance  with  the  Assistant  to  the  Surgeon  General  for  Information  by 
the  Bureau  Information  Officer. 

2.  Initiating  Office:  When  it  appears  that  a press  conference  is 
necessary,  the  Division  Information  Officer  will  notify  the  Bureau  Infor- 
mation Officer  of  the  purpose,  and  most  appropriate  time  for  holding  it. 

3.  Bureau  Information  Officer:  The  Bureau  Information  Officer 
will  obtain  other  necessary  clearances  within  the  Bureau  and  notify  the 
Assistant  to  the  Surgeon  General  for  Information  of  the  proposed  con- 
ference. 

4.  Assistant  to  the  Surgeon  General  for  Information:  Will  obtain 
clearance  from  the  Department  and  notify  the  Bureau  Information  Officer 
of  the  fact. 

5.  Statements:  Any  statements  prepared  for  distribution  at  a 
press  conference  must  be  cleared  in  advance  in  the  same  manner  as 
press  releases.  (See  Part  1 "General  Press  Releases.") 

NOTE:  It  is  desirable,  but  not  mandatory,  that  Division  or  Bureau 

Information  Officers  participate  in  the  conference. 
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Part  3 - EXHIBITS 


1.  Advance  Notice:  Advance  notice  of  proposed  exhibits  should  be 
furnished  in  the  form  of  a memorandum  (original  and  two  copies)  ad- 
dressed to  the  Assistant  to  the  Surgeon  General  for  Information,  PHS, 
and  stating  briefly,  the  title,  purpose  and  proposed  use  of  the  exhibit.  It 
should  also  state  whether  the  designing  services  of  the  Audio-Visual 
Section  of  the  Department  will  be  required  and  if  the  exhibit  is  to  be 
built  by  the  Service,  such  as  the  Medical  Arts  Section,  NIH,  or  on  con- 
tract by  an  outside  firm.  If  the  exhibit  is  to  be  a cooperative  one  between 
the  Service  and  another  organization,  government  or  private,  this  fact 
should  also  be  indicated.  It  is  not  necessary  that  final  details  concerning 
format,  and  text  be  known  or  furnished  at  this  time. 

The  Assistant  to  the  Surgeon  General  for  Information  will  notify 
the  Department  of  the  proposed  exhibit.  The  Audio-Visual  Section  of 
the  Department  will  be  informed,  also,  if  its  services  in  the  development 
of  the  exhibit  are  to  be  required.  One  copy  of  the  memorandum  of  notifi- 
cation will  be  returned  to  the  initiating  office  with  these  facts  noted. 

2.  Department  and  PHS  Clearance:  Unless  stated  as  not  required 
(See  Exceptions  to  Clearance  Requirements  below)  all  exhibits  are  to  be 
cleared  by  the  Service  and  the  Department  as  soon  as  preliminary  work 
is  in  shape  and  before  physical  manufacture  is  begun.  Usually  this  will 
take  place  at  the  time  a completed  sketch  or  model  of  the  exhibit  together 
with  final  text  are  available  for  review.  PHS  Form  1557  "Informational 
Materials  Clearance  Request"  will  be  used  for  this  purpose. 

Approval  of  the  Clearance  Request  will  serve  as  authorization  to 
proceed  with  the  construction  of  the  exhibit  and  the  letting  of  bids  to 
outside  contractors  if  necessary. 

3.  Exceptions  to  Clearance  Requirements:  Because  of  their 
highly  technical  nature  some  exhibits  of  the  Service  will  not  require 
clearance  by  the  Assistant  to  the  Surgeon  General  for  Information  or 
the  Department.  Such  exhibits  usually  deal  with  the  reports  of  research; 
are  intended  for  a specialized  professional  audience  and  have  little  if  any 

.public  information  implications.  Examples  of  exhibits  of  this  nature  are: 
"Epileptogenic  Cerebral  Cortex  and  Metabolic  Studies"  and  "Experimental 
Approach  to  Ionic  Exchange  in  Neuromuscular  Disease". 

Advance  notice  of  these  exhibits  should  be  furnished  in  the  usual 
manner. 

4.  Procedure: 

(a)  Advance  Notice 

1.  Initiating  Office: 

(a)  Obtains  the  approval  of  other  Bureaus  or  units  of 
the  service  if  the  exhibit  contains  matter  relating 
to  their  activities; 

(b)  Prepares  memorandum  in  triplicate  addressed  to 
the  Assistant  to  the  Surgeon  General  for  Information. 
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2.  Forwards  memorandum  to  Bureau  Information  Officer. 

3.  Bureau  Information  Officer: 

(a)  Reviews  request  for  conformity  to  Bureau  policy 
and  needs; 

(b)  Initials  memorandum  and  forwards  to  the  Assistant 
to  the  Surgeon  General  for  Information. 

4.  Assistant  to  the  Surgeon  General  for  Information: 


(a)  Reviews  request  for  conformity  to  Departmental 
and  PHS  policy  and  public  information  requirements. 

(b)  If  approved  notifies  the  Office  of  Public  Information 
and  the  Audio-Visual  Section  of  the  Department  of 
the  proposed  exhibit. 

(c)  Returns  copy  of  memorandum  with  these  facts 
noted  to  initiating  Bureau. 

(d)  If  subsequent  clearance  of  the  exhibit  as  outlined 
below  is  not  required  indicates  this  fact  on  returned 
copy  of  memorandum. 

(b)  Clearance 

1.  Initiating  Office: 

Prepares  "Informational  Materials  Clearance  Request" 

(Form  PHS-1557)  with  particular  attention  to  "Exhibits 

Information"  section. 

2.  Forwards,  sketch  and  text  with  Clearance  Request  to 

Bureau  Information  Officer. 

3.  Bureau  Information  Officer: 

Reviews  request  and  if  approved  signs  and  forwards  to 

the  Assistant  to  the  Surgeon  General  for  Information. 

4.  Assistant  to  the  Surgeon  General  for  Information: 

(a)  Reviews  request  and  if  approved  notifies  the  Office 
of  Public  Information  and  the  Audio-Visual  Section 
of  the  Department. 

(b)  Signs  and  returns  original  copy  of  request  to 
initiating  Bureau  for  transmittal  to  originating 
office  as  its  authority  to  proceed. 
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Part  4 - MOTION  PICTURES 
FILM  STRIPS,  RADIO  TRANSCRIPTIONS  AND 
TELEVISION  PRESENTATIONS 

1.  Advance  Notice:  As  soon  as  a decision  has  been  reached  to 
produce  or  cooperate  in  the  production  of  a motion  picture,  film  strip, 
radio  transcription  or  television  presentation  (other  than  live),  a memo- 
randum of  notification  (original  and  two  copies)  addressed  to  the  Assistant 
to  the  Surgeon  General  for  Information  should  be  prepared  outlining 

the  proposed  project  and  furnishing  the  following  pertinent  information 
for  each; 

(a)  Type  of  presentation 

(b)  Title,  purpose  and  proposed  use 

(c)  Name  of  producer(s)  and/or  sponsor(s) 

(d)  Names  of  cooperators  if  jointly  sponsored 

(e)  Extent  of  PHS  cooperation 

(f)  Approximate  cost  to  PHS 

The  Assistant  to  the  Surgeon  General  for  Information  will  notify 
the  Office  of  Public  Information  of  the  Department  of  the  proposed 
project  and  will  return  one  copy  of  the  memorandum  of  notification  to 
the  initiating  Bureau  with  this  fact  noted. 

2.  Department  and  PHS  Clearance:  Unless  stated  as  not  required 
(see  Exceptions  to  Clearance  Requirements  below)  all  projects  are  to  be 
cleared  by  the  Service  and  the  Department  as  soon  as  preliminary  work 
is  In  shape  and  before  production  is  begun.  Usually  this  will  take  place 
at  the  time  a completed  scenario  or  script  have  been  prepared  and  the 
extent  of  PHS  cooperation  (if  a jointly  sponsored  project)  and  cost  to  the 
Service  have  been  determined.  PHS  Form  1557  "Information  Materials 
Clearance  Request"  will  be  used  for  this  purpose.  Approval  of  the 
Clearance  Request  by  the  Assistant  to  the  Surgeon  General  for  Infor- 
mation will  serve  as  authorization  to  proceed  with  the  development  of 
the  project. 

3.  Exceptions  to  Clearance  Requirements:  Because  of  their 
purpose  and  intended  use,  some  films,  film  strips  and  transcriptions 
will  not  require  clearance  by  the  Assistant  to  the  Surgeon  General  for 
Information.  Such  productions  are  usually  prepared  for  training  or 
educational  purposes  and  are  intended  for  use  within  the  Service  or  for 
presentation  to  restricted  professional  audiences. 

Advance  notice  of  these  projects  should  be  furnished  in  the  usual 
manner. 
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4.  Procedure: 


(a)  Advance  Notice 

1.  Initiating  Office: 


Prepares  memorandum  in  triplicate  addressed  to  the 
Assistant  to  the  Surgeon  General  for  Information,  after 
obtaining  the  approval  of  other  Bureaus  or  units  of  the 
Department  if  the  project  deals,  in  part,  with  matters 
relating  to  their  activities. 

2.  Forwards  memorandum  to  Bureau  Information  Officer. 

3.  Bureau  Information  Officer: 

(a)  Reviews  project  for  conformity  to  Bureau  policy 
and  needs; 

(b)  If  project  is  approved  initials  memorandum  and 
forwards  to  the  Assistant  to  the  Surgeon  General 
for  Information. 

4.  Assistant  to  the  Surgeon  General  for  Information: 

(a)  Reviews  request  for  conformity  to  Departmental 
and  PHS  policy  and  public  information  requirements; 

(b)  If  approved  notifies  the  Office  of  Public  Information 
of  the  Department  of  the  proposed  project; 

(c)  Returns  copy  of  the  memorandum  with  this  fact 
noted  to  initiating  Bureau  as  its  authority  to  proceed 
with  the  project. 

(b)  Clearance 


1.  Initiating  Office: 

Prepares  "Informational  Materials  Clearance  Request" 
(Form  PHS-1557)  as  instructed. 

2.  Forwards  to  Bureau  Information  Officer. 

3.  Bureau  Information  Officer: 

Reviews  request  and  if  approved  signs  and  forwards  to 
the  Assistant  to  the  Surgeon  General  for  Information. 

4.  Assistant  to  the  Surgeon  General  for  Information: 

(a)  Reviews  request  and  if  approved  notifies  the  Office 
of  Public  Information  of  the  Department. 
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(b)  Signs  and  returns  original  copy  of  request  to  jjl 

initiating  unit  as  its  authority  to  proceed  with  the  ' — * 
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Part  5 - PUBLICATIONS 


All  non-periodical  publications  which  carry  the  imprimatur  of  the 
Public  Health  Service  or  any  of  its  units  and  which  are  intended  for  dis- 
tribution outside  the  Service  require  clearance  by  the  Bureau  Information 
Office  and  the  Information  Office,  OSG.  This  includes  publications  to  be 
printed  at  the  Government  Printing  Office  or  processed  at  local  or  field 
printing  plants.  It  also  includes  publications  to  be  produced  by  voluntary 
or  other  private  organizations  in  which  the  name  of  the  Public  Health 
Service  appears  as  a principle  contributor  or  cooperator  and  reprints 
and  revisions  of  existing  publications. 

Clearance  is  required  for:  (1)  content,  for  conformance  with  PHS 
and  Department  policy,  and;  (2)  production,  for  layout  and  design,  quantity, 
cost  of  productions,  etc. 

Clearance  Procedure: 

1.  Initiating  Office: 

(a)  Obtains  cross  clearances  among  Divisions  and 
Bureaus  and  other  constituents  of  the  Department 
where  necessary; 

(b)  Submits  two  copies  of  the  manuscript  with  three 
copies  of  PHS  Form  1557,  "Informational  Materials 
Clearance  Request"  to  the  Bureau  Information 
Office  for  policy  and  production  clearance.  Pertinent 
information  regarding  the  production  and  distribution 
plan  should  be  filled  out  on  Form  1557  or,  if  neces- 
sary, in  an  accompanying  memorandum.  Dummy 

or  rough  layout  of  the  publication  should  accompany 
the  clearance  request,  if  ready.  If  the  publication 
design  is  not  ready  when  the  manuscript  is  sub- 
mitted for  clearance,  it  should  be  submitted  at  a 
later  date,  with  an  explanatory  memorandum  or  with 
a copy  of  Form  1557. 

2.  Bureau  Information  Office: 

(a)  Reviews  manuscript  and  production  plans  for 
Bureau  policy; 

(b)  Forwards  two  copies  of  manuscript  and  Form  1557 
to  the  Assistant  to  the  Surgeon  General  for  Infor- 
mation, with  his  recommendation. 

3.  Assistant  to  the  Surgeon  General  for  Information: 

(a)  Reviews  manuscript  and  production  plans  for  PHS 
and  Departmental  policy; 
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(b)  Obtains  clearances  from  other  constituents  of  the 
Department,  Office  of  Public  Information  and  other 
Federal  agencies,  when  necessary; 

(c)  Signs  Form  1557,  indicating  approval  or  disapproval 
of  manuscript  and  production  plan,  and  returns  forms 
and  manuscript  to  initiating  Bureau  for  transmittal 
to  originating  unit. 

4.  Bureau  Information  Office: 

If  the  publication  is  approved,  sends  one  copy  of  manu- 
script and  signed  Form  1557  to  Public  Inquiries  Branch 
for  permanent  record,  and  returns  original  copy  to 
initiating  unit  as  authority  to  proceed. 

NOTE:  November  1959  memorandum  from  Assistant  to  the 
Surgeon  General  for  Information  (reproduced  in  the  Ap- 
pendix) includes  specific  guidelines  on  such  matters  as 
imprint,  numbering,  etc. 
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Part  6 - ARTICLES  AND  SPEECHES 


Manuscripts,  speeches,  papers,  and  articles  by  members  of  the 
Public  Health  Service  staff  are  submitted  for  clearance  and  approval 
before  delivery,  use,  or  publication.  The  clearance  requirements  are 
governed  by  the  content  or  subject  matter  and  the  type  of  medium  in 
which  the  article  is  to  appear. 

1.  Content.  Articles  and  speeches  of  a professional  or  technical 
nature,  and  those  which  do  not  involve  Public  Health  Service  of  Depart- 
ment policy  are  cleared  directly  by  the  Bureau  Clearance  Officer 
without  referral  to  the  Office  of  the  Surgeon  General.  Articles  and 
speeches  which  deal  with  PHS  and  HEW  policy  matters,  include  infor- 
mation or  comment  on  specific  legislation,  involve  the  activities  or 
programs  of  two  or  more  Bureaus  or  other  units  of  the  Federal  Govern- 
ment, or  deal  with  certain  designated  special  subject  matters  require 
clearance  in  the  Office  of  the  Surgeon  General. 

2.  Media.  Clearance  requirements  for  professional  and  technical 
journals  are  governed  by  paragraph  (1)  above;  that  is,  by  content  or 
subject  matter.  All  articles  or  speeches  prepared  for  popular  presen- 
tation or  for  mass  media  journals  or  publications,  no  matter  what  the 
subject  matter,  require  OSG  clearance. 

3.  Clearance  Procedure. 

(a)  Initiating  Office. 

Submits  two  copies  of  the  article  or  speech  with  three 

copies  of  PHS  Form  1557,  "Information  Materials  Clearance 

Request"  to  the  Bureau  Information  Officer. 

(b)  Bureau  Information  Office: 

1.  Reviews  test  for  conformity  with  Bureau  policy; 

2.  Obtains  cross  clearances  among  Divisions  and  Bureaus, 
when  necessary; 

3.  If  OSG  clearance  is  not  required,  indicates  approval  and 
returns  one  copy  of  the  document  and  signed  Form  1557 
to  initiating  office;  sends  an  information  copy  of  the 
document  and  Form  1557  to  Public  Inquiries  Branch  for 
a permanent  record,  and  retains  one  copy  of  Form  1557; 

4.  If  OSG  clearance  is  required,  forwards  two  copies  of 
the  document  and  Form  1557  to  the  Assistant  to  the 
Surgeon  General  for  Information,  indicating,  where 
possible,  the  specific  reason  for  clearance  and  his 
recommendation. 
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(c)  Assistant  to  the  Surgeon  General  for  Information: 

1.  Reviews  document  for  conformity  with  PHS  and  Depart- 
ment policy; 

2.  Obtains  cross  clearances  from  other  units  of  the  Service 
or  Department,  and  other  Federal  agencies,  when  this  is 
necessary; 

3.  Signs  Form  1557,  indicating  approval  or  disapproval, 
and  returns  the  forms  and  document  to  initiating  Bureau 
for  transmittal  to  originating  unit. 

(d)  Bureau  Information  Office: 

If  the  document  is  approved,  sends  one  copy  of  manuscript 
and  signed  Form  1557  to  Public  Inquiries  Branch  for 
permanent  record,  and  returns  original  copy  to  initiating 
unit  as  authority  to  proceed. 


- 14  - 


See  below 


November  19,  1959 


J.  Stewart  Hunter 


Clearance  of  Manuscripts  and  Publications 


As  a result  of  the  discussion  in  staff  meeting  of  13  November  1959, 
it  is  apparent  that  a thorough-going  review  of  clearance  procedures 
within  the  Public  Health  Service  - as  they  relate  to  manuscripts  and 
publications  - would  be  most  useful.  Since,  for  the  most  part,  we  operate 
under  procedures  set  forth  by  the  Department,  we  shall  shortly  propose 
to  the  Director  of  Publications  and  Reports  a comprehensive  review  by 
OPR  to  see  whether  or  not  the  process  should  be  modified  to  take  care  of 
certain  matters  which  you  have  already  mentioned  as  troublesome  to 
PHS  information  people  in  the  Divisions.  Most  of  the  specifics  will  be 
based  on  the  reports  you  are  sending  in  this  week.  I have  discussed  our 
clearance  procedures  from  time  to  time  with  Mr,  Bush;  and  I know  that 
he  will  be  receptive  to  any  feasible  suggestions  for  improvement. 

Pending  our  own  review  and  possible  review  by  OPR,  here  are  a 
few  procedural  guides  which  may  be  helpful. 


FORMAT 


Imprint 


1.  All  printed  or  published  material  should  carry  the  imprint  of 
the  U.  S.  Department  of  Health,  Education,  and  Welfare.  The  Public 
Health  Service  should  also  be  identified,  whether  in  somewhat  smaller 
type  or  in  upper  and  lower  case.  Further  identification  of  Bureaus  or 
Divisions  may  be  used  in  the  text  but  not  on  the  cover  page. 

2.  This  imprint  must  appear  on  the  cover  of  all  publications. 
Exceptions  to  this  rule  may  sometimes  be  made  in  the  case  of  leaflets 
or  other  special  materials.  Requests  for  such  exceptions,  however, 
must  be  clearly  stated  and  fully  justified. 

3.  Identification  of  Bureaus  and  Divisions  may  be  used  on  the 
title  page  or  in  the  text  where  appropriate.  Such  identification  should 
always  be  subordinate  to  DHEW  and  PHS  identification. 

Seal 


1.  When  a seal  is  to  be  used,  it  must  be  the  seal  of  the  Department. 
The  PHS  seal  may  be  used  for  decoration  but  only  in  a smaller  size  when 
the  Department  seal  has  been  used,  or  in  special  circumstances  such  as 
documents  and  publications  of  the  quarantine  service  in  which  USPHS 
identification  has  a special  purpose. 
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Acknowledgments 


1.  Acknowledgments  may  be  given  on  scientific  and  technical 
publications  to  consultants,  outside  reviewers,  or  to  others  who  have 
made  professional  contributions  to  the  publication.  The  practice  of 
broadside  acknowledgment,  however,  to  staff  people,  typists,  proof 
readers,  etc.  must  be  avoided. 

Publication  Number 


1.  All  publications  which  are  printed  in  quantities  of  1,000  or 
more  copies  and  which  are  distributed  .outside  the  Service  should  carry 
a PHS  Publication  Number. 

2.  Exceptions  to  this  rule  are  flyers,  announcements,  recruitment 
materials,  drafts  and  preliminary  publications,  materials  to  accompany 
exhibits,  and  certain  other  special  materials.  Requests  for  such  ex- 
ceptions should  be  .explicitly  stated  on  the  clearance  form  or  on  an 
accompanying  memo.  Wherever  possible,  such  material  should  carry  a 
notation  to  the  effect  that  it  is  being  published  in  limited  quantity  or  for 
a special  audience  or  a special  purpose. 

3.  Determination  as  to  whether  certain  "gray  area"  materials 
should  carry  a publication  number  will  be  made  by  the  OSG  Information 
Office  in  consultation  with  Bureau  Information  Offices  and  the  originating 
programs. 

4.  The  publication  number  should  appear  on  the  back  cover  and  on 
the  back  of  the  title  page  (with  the  exception  of  leaflets). 

All  Information  personnel  should  be  familiar  with  these  requirements 
as  well  as  with  the  more  important  substantive  clearance  matters  con- 
tained in  OPR  Bulletin  No.  2 and  PHS  Bulletin  No.  13.  The  Bureau  In- 
formation Officers  are  responsible  to  this  office  for  adherence  to  these 
mechanical  principles.  I have  instructed  our  staff  to  return  all  manu- 
scripts which  do  not  comply  unless  there  is  a brief  written  statement 
noting  the  exception  and  the  reasons  they  seem  valid. 


PROCEDURES 


1.  On  April  18,  1959,  the  Director  of  Publications  and  Reports 
advised  the  constituent  agencies  that  on  manuscripts  the  practice  of 
"walking  through"  a manuscript  would  be  discontinued.  On  May  19,  1959, 
I sent  a similar  memo  to  the  Bureaus  establishing  a sinoilar  48-hour 
period.  A carbon  copy,  noting  time /date  of  the  clearance  slip  will  be 
sent  to  Bureau  Information  Officers  who  should  then  advise  originating 
office. 
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2.  If  the  mss.  cannot  be. cleared  by  this  office  within  the  48-hour 
period.  Bureau  Information  Officers  will  receive  two  copies  of  the 
attached  form  - one  for  their  records  and  one  for  the  originating  office. 

We  hope  that  the  foregoing  do*s  and  don'ts  and  this  simple  system 
of  notifications  will  help  minimize  some  of  the  irritants  in  our  clearance 
system. 

They  all  deal  with  mechanical  procedures  which  are  obviously 
of  little  consequence  in  comparison  with  substance  and  quality. 

If  we  can  reach  common  understanding  and  agreement  on  some  of 
these  relatively  inconsequential  matters  of  mechanical  detail,  however, 
we  shall  be  the  much  more  free  to  concentrate  on  quality  in  writing  and 
format.  Would  you  please  advise  Division  Information  people  of  these 
procedures?  Further  suggestions  will,  as  always,  be  welcome. 


Mr.  Frank  Acosta 
Mr.  Marvin  Beers 
Mr.  Jack  Fletcher 


Note:  The  Office  of  Publications  and  Reports  as  referred  to  in  this 
memorandum  is  now  the  Offiqe  of  Public  Information. 
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Manual, 
Part  2 


» # • 


ORGANIZATION 
Office  of  the  Secretary 


2-035-20A 


Chapter  2-035 

OFFICE  OF  PUBLICATIONS  AND  REPORTS 


2-035-10  Organization 

20  Assignment  of  Responsibilities 


2-035-10  ORGANIZATION 

A.  The  Office  of  Publications  and  Reports,  under  the  di- 
rection and  supervision  of  the  Director  of  Publications 
and  Reports,  shall  consist  of: 

Office  of  the  Director 
Editorial  Branch 
Press  Service  Branch 
Issuance  Control  Branch 

B.  The  Director  of  Publications  and  Reports  shall  be 
directly  responsible  to  the  Secretary.  He  maintains 
continuous  liaison  with  the  Assistant  to  the  Secretary 
(Public  Affairs)  and  gives  advice  to  the  Secretary  on 
Department  matters  involving  public  information, 
publications,  reports,  and  other  informational  matters. 


2-035-20  ASSIGNMENT  OF  RESPONSIBILITIES 

A.  The  Office  of  Publications  and  Reports  shall  be  responsible 
for: 

1.  Coordinating  and  exercising  functional  supervision 
over  information  services  and  all  other  activities  of 
the  Department  related  to  publications,  public  reports, 
and  other  informational  matters. 

2.  Studying  and  analyzing  such  activities  to  assure  their 
conformance  with  Federal  requirements  and  pre- 
scribed procedures  for  the  gathering  and  dissemi- 
nating of  material  designed  to  provide  necessary 
public  information  on  health,  education,  social 
security,  welfare,  and  other  Department  programs; 
determining  the  extent  to  which  such  responsibilities 
for  the  dissemination  of  information  can  be  met 
within  available  funds;  and  establishing  methods  of 
maintaining  effective  distribution  systems. 
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. OFFICE  OF  PUBLICATIONS  AND  REPORTS 

(2-0S5-20A  continued) 


Page  2 


3.  Individually,  or  using  appropriate  Department  staff, 
conduct  reviews  and  analyses  of  organization  and 
operations  of  the  Department  which  are  concerned 
with  development  and  dissemination  of  information, 
or  other  aspects  of  relationships  with  the  public,  for 
conformance  with  established  policies  and  for  ade- 
quacy in  meeting  needs,  and  make  recommendations 
for  action  to  the  Secretary,  or  to  operating  agency 
heads  and  others,  necessary  to  insure  effective  and 
economic  public  information  and  public  reporting 
activities,  in  conformance  with  legislative  require- 
ments. 

4.  In  coordination  with  the  Director  of  Publications  and 
Reports,  advise  the  principal  staff  officials  of  the 
Department  and  operating  agencies,  as  appropriate, 
on  the  preparation  for  press  conferences  or  meetings 
with  individual  members  of  the  press  and  other  public 
groups. 

5.  Maintain  the  Secretary's  speech  request  service  and 
advise  the  Secretary,  as  requested,  regarding  speeches, 
public  statements,  and  press  conferences. 


HEW  TN-22  (5/7/56).  Supersedes  Department  (FSA)  Order  8,  dated 
February  18,  1948;  Department  (FSA)  Order  8 (Amendment  1),  dated 
October  12,  1950;  and  Secretary^  Instruction  No.  53-10,  dated 
December  8,  1953.  ' 
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U.  S.  DEPARTMENT  OF 

HEALTH,  EDUCATION,  AND  WELFARE 

Office  of  Publications  and  Reports 


PUBLIC  REPORTING  CLEARANCE 
Summary  of  Publications  and  Reports  Bulletin  No.  2 


This  summary  outlines  the  clearance  responsibilities  of  the  oper- 
ating agencies  and  indicates  the  points  at  which  the  Office  of  Publications 
and  Reports  comes  into  the  clearance  process.  It  is  intended  as  a quick- 
reference  guide  for  clearance  officers  and  others  who  have  some  part 
in  clearing  public  information  materials,  including  those  originating  in 
central  offices  for  field  use  and  those  originating  in  the  field  that  require, 
central  office  clearance.  For  a more  detailed  explanation,  see  Publi- 
cations and  Reports  Bulletin  No.  2.  References  in  parentheses  are  to 
the  corresponding  sections  of  the  Bulletin. 

OFFICIAL  APPROVAL  OF  SUBJECT  MATTER 
The  operating  agency  is  responsible  for: 


1*  AIT  considerations  within  its  own  area,  including  factual  and 
legal  accuracy  and  the  interests  of  related  programs  (sec.  10); 

2.  Sending  to  OPR,  after  its  own  clearance  is  completed,  public 
information  materials  requiring  official  approval  in  the  Secretary's 
Office;  regardless  of  media  of  presentation,  these  include  all  public 
information  materials  (sec.  17)  that: 

deal  with  Department  policy  and  program  development  beyond 
that  provided  for  in  existing  legislation  or  formulated  in  official 
Department  recommendations; 

include  information  or  comment  on  any  specific  bill  pending 
before  Congress;  or  refer  to  the  constitutionality  of  any  Federal 
or  State  law  or  proposed  legislation,  except  as  a simple  state- 
ment of  a past  court  decision; 

have  implications  for  program  developments  sponsored  by  the 
Executive  Office  of  the  President; 

involve  any  statement  with  respect  to  the  Government's  foreign 
policy  and  international  relations,  including  exchange  programs; 
or  to  national  security  — except  in  established  Department 
activities  where  the  entire  administrative  responsibility  has 
been  specifically  delegated  to  a single  office  within  the  De- 
partment; relate  to  unresolved  questions  affecting  another 
Government  agency; 
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represent  public  information  prepared  by  or  for  the  Secretary's 
Office  or  any  committees  or  similar  groups  appointed  by  the 
Secretary; 

represent  public  statements  prepared  in  the  Department  for 
the  use  of  the  Executive  Office  of  the  President; 

deal  with  any  special  subject  or  utilize  any  medium  of  communi- 
cation which  the  Director  of  Publications  and  Reports  may  from 
time  to  time  designate  as  requiring  clearance. 


CLEARANCE  CONTACTS  --BY  KINDS  OF  IvLATERIAL 

Unless  the  subject  matter  requires  approval  in  the  Secretary's 
Office,  the  operating  agency  has  responsibility  for  the  following  materials, 
including  transmittal  of  copy  or  notice  to  OPR  as  indicated: 

1.  Copy  to  be  sent  to  OPR  before  printing  or  duplicating: 

Publications  (all  text  and  art  work)  (sec.  18); 

Press  releases  for  general  press  (released  and  distributed 
through  OPR)  (sec.  19); 

Press  releases  for  specialized  press  (may  be  distributed  by 
operating  agencies  or  through  OPR)  (sec  19). 

2.  No  notice  to,  or  other  contact  with,  OPR  (sec,  21): 

Contents  of  regular  issues  of  Department  periodicals  --  but 
requisitions  come  to  OPR  for  clearance  signature  (sec.  18(b)); 

Speeches  by  officials  other  than  Commissioners; 

Articles  for  professional,  trade,  labor,  or  other  special  journals; 

Contributions  to  scientific,  technical,  and  other  specialized 
outlets,  including  organizations. 

(For  private  writing,  see  sec.  5 of  Bulletin  No.  2.) 

3.  Notice  to  OPR  when  commitment  is  made  (sec.  22); 

Speeches  by  Commissioners,  including  radio  or  television 
speeches,  interviews,  and  discussions; 

Participation  in  radio  programs  on  national  networks  and  in 
television  programs  --  including  speeches  and  interviews  as 
well  as  cooperation  in  the  preparation  of  dramatized  or  other 
special  presentations; 
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Articles  for  national  magazines  of  general  circulation  (as  dis- 
tinguished from  professional,  trade,  labor,  or  other  special 
journals); 

Books  or  contributions  to  books  for  nongovernment  publication. 

4.  Notice  to  OPR  at  time  of  commitment  and  followup  notice  before 
manufacture  (sec.  23): 

Car  and  bus  cards; 

New  exhibits; 

Motion  pictures  and  film  strips; 

Series  of  transcribed  radio  or  television  programs  or  spot 
announc  ements. 

Notice  to  OPR  before  commitment  is  made  (sec.  24): 

Proposed  joint  projects  with  voluntary  nonprofit  agencies; 

Requests  from  nongovernment  organizations  for  Department 
sponsorship,  endorsement,  or  participation  in  public  information 
activities,  public  statements,  or  production  of  publications, 
motion  pictures  and  film  strips,  radio  or  television  programs, 
etc. 

6.  One  copy  of  finished  material  to  OPR  (sec.  25): 

One  copy  of  each  issue  in  its  final  form  should  be  sent  to  the 
Director  of  Publications  and  Reports  immediately  upon 
issuance. 


March  1959 
(Originally  issued 
June  30,  1950) 
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Serial  No.  535 


FEDERAL  SECURITY  AGENCY 
Public  Health  Service 
Washington,  D.  C. 


September  27,  1950 


General  Circular  No.  13 

Subject;  Public  Reporting  Clearance 

1.  Purpose:  This  Circular  outlines  general  policy  and  places 
responsibility  for  Service -wide  public  reporting  clearance. 

2.  General  Policy:  The  principles,  definitions,  and  general  proce- 

dures contained  in  Federal  Security  Agency  Publicaticais  and  Reports 
Bulletin  No.  2,  dated  June  30,  1950,  shall  apply  throughout  the  Public 
Health  Service.  Clearance  is  a part  of  the  administrative  function  of 
Bureau  and  division  chiefs,  and  they  will  continue  to  be  held  accountable 
for  the  technical  validity,  general  quality,  and  conformance  with  established 
policy,  of  all  materials. 

3.  Clearance  Officers:  The  Assistant  to  the  Surgeon  General  for 
Information  is  designated  as  the  Clearance  Officer  for  the  Public  Health 
Service.  He  will  advise  the  Surgeon  General  and,  on  his  behalf,  will 
provide  guidance  and  assistance  to  Bureau  Chiefs  and,  through  channels, 
to  other  operating  and  staff  officials  in  carrying  out  the  clearance  function. 
All  relationships  with  the  FSA  Office  of  Publications  and  Reports  with 
respect  to  public  reporting  clearance  will  be  carried  on  by  the  Assistant 
to  the  Surgeon  General  for  Information,  who  also  is  authorized  to  set  up 
such  procedures  as  may  be  necessary  to  carry  out  effectively  the  clearance 
function  within  the  Service.  Each  Bureau  Chief  will  designate  an  infor- 
mation officer  as  Bureau  Clearance  Officer,  and  will  issue  such  directives 
as  may  be  necessary  to  carry  out  the  purpose  of  this  Circular. 

4.  Subject  Matter  Requiring  OSG  Clearance:  Information  dealing 
with  certain  subjects  requires  review  and  clearance,  primarily  for 
policy,  over  and  beyond  that  provided  by  Bureaus.  Public  and  pro- 
fessional information  material  of  any  type  dealing  with  the  following 
shall  be  forwarded  to  the  Service  Clearance  Officer  for  review  and 
appropriate  action; 


Supersedes  the  Surgeon  General's  memorandum  to  Chiefs  of  Bureaus, 
dated  November  1,  1948,  "PHS  Clearance  of  Materials  Developed  in  the 
Public  Health  Service", 
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Serial  No.  535 


a.  Subject  matter  specified  in  paragraph  17  of  FSA  Publications 
and  Reports  Bulletin  No.  2. 

b.  Subjects  beyond  the  operational  responsibilities  of  the 
originating  Bureau. 

c.  Subjects  of  broad  or  special  interest  which  will  be  specified 
from  time  to  time  by  the  Surgeon  General  or  the  Service 
Clearance  Officer. 

5.  Press  Releases:  Regardless  of  subject,  all  press  releases  will 
be  forwarded  to  the  Service  Clearance  Officer  for  approval  and  appropriate 
action  after  Bureau  clearance.  The  Service  Clearance  Officer  wili  make 
specific  arrangements  for  press  releases  originating  in  the  field. 

6.  Information  Copies  of  Bureau-cleared  Materials;  Immediately 
upon  completion  of  Bureau  clearance  of  material  not  considered  subject 
to  further  review,  the  Service  Clearance  Officer  shall  be  supplied  with 
an  information  copy. 

7.  Publications:  Material  prepared  in  the  Service  for  publication 

by  the  Service  or  any  other  outlet  is  subject  to  general  clearance.  Specific 
review  procedures  relating  to  Service  publication  will  be  issued  as 
supplementary  instructions. 

8.  Special  Media:  The  Service  Clearance  Officer  will  perform  the 
notification  functions  required  by  paragraphs  22,  23,  and  24  of  FSA 
Publications  and  Reports  Bulletin  No.  2.  Appropriate  information,  at 
the  earliest  possible  time,  will  be  supplied  by  originating  divisions  via 
the  Bureau  Clearance  Officer.  Samples  of  finished  materials  (para.  25) 
will  be  supplied  in  a similar  manner,  with  copies  for  PHS  clearance 
files. 


Surgeon  General 

Distribution 

Hdqrs.  P-ABCDEF  1-33-3B 

Field  A AA  AAA  CG  D DD  E G MH  44 

(9-50-1000-22-24) 
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Serial  Xo.  536 


FEDERAL  SECURITY  AGEXCY 
Public  Healih  Service 
WashingTon,  D.  C. 


Ociober  6,  1950 


General  Circ'olar  Xo.  92 

Subject:  Publications  Policies  and  Responsibilities 

1.  Purpose:  This  circular  outlines  general  policy  and  places 

responsibility  for  putting  into  effect  a unified.  Service-wide  program 
of  publications. 

2.  General  Policy.-.  The  general  approach  toward  a functional 
publications  program  as  set  forth  in  the  July  31,  1950,  report  of  the 
Comminee  on  Publications  is  adopted  as  the  policy  of  the  Service. 

This  report  is  being  distributed  to  key  officials  as  a general  reference 
guide  for  all  concerned. 

3.  General  Responsibility:  Responsibility  and  atrthority  for  de- 
veloping over -all  policy  and  coordinating  operations  in  the  field  of 
publications  is  assigned  to  the  Assistant  to  the  Surgeon  General  for 
Information.  He  will  ad\'ise  the  Surgeon  General  and,  on  his  behalf, 
will  pro%dde  guidance  and  assistance  to  Bureau  Chiefs  and,  through 
channels,  to  other  operating  and  staff  officials  in  carrying  out  the  publi- 
cations work  of  the  Service.  Bureau  Chiefs  will  be  assigned,  in  addition 
to  normal  publications  responsibilities  in  their  Bureau  area,  responsi- 
bilities for  specific  Service -wide  publications. 

4.  Committee  on  Publications:  Tnere  is  hereby  established  a 

Committee  on  Publications  to  function  in  a broad  advisory  and  study 
capacity  for  the  Surgeon  General.  It  shall  be  comprised  of: 

The  Chief  of  the  Ditnsion  of  Public  Health  Methods,  as  Chairman. 

The  Assistant  to  the  Surgeon  General  for  Information,  as  a 
member  and  Executive  Secretary. 

A representative  from  each  operating  bureau,  selected  for  high 
professional  competence  and  stature  by  the  Bureau  Chief  with 
the  concurrence  of  the  Chairman  of  the  Commiittee. 

Such  additional  inambers  as  the  Surgeon  General  may  appoint. 


Supersedes  General  Circular  Xo.  83  of  July  12,  1949,  establishing  the 
Committee  on  Publications;  and  the  Surgeon  General's  memorandum  of 
May  2,  1950,  appointing  the  Committee  on  Informatiom 
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Serial  No.  536 
October  6,  1950 


5.  Committee  Responsibilities:  The  Committee  will: 

a.  Advise  on  broad  issues  of  policy  and  program  affecting  the 
Service  in  the  field  of  publications; 

b.  Advise  on  the  development,  implementation,  and  continuing 
evaluation  of  the  publications  program,  especially  with  regard 
to  scientific  and  professional  aspects; 

c.  Study  and  recommend  policies  concerning  internal  and  ex- 
ternal relationships, programs,  organization,  staffing, 
financing,  and  technical  services  pertaining  to  the  publi- 
cations activities  of  the  Service. 

6.  Committee  Operations:  The  Committee  will  meet  at  least 
quarterly  and  will  submit  an  annual  report  to  the  Surgeon  General.  The 
Committee  is  authorized  to  regulate  its  internal  operations  and  to  utilize 
task  forces  or  make  other  arrangements  to  assist  in  conducting  studies 
and  developing  proposals. 


Acting  Surgeon  General 


Distribution 

Headquarters 

P-AB 

P-CDEF-4 

Field 

A,  AA,  AAA,  CG,  D,  DD,  E,  G,  H,  MH,  44 
(A  selected  list  of  Information  Personnel) 
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4.  What  public  information  clearance  does  NOT  cover.  --  The 
following  information  is  not  subject  to  clearance:  informal  talks  for 
which  no  written  text  or  outline  is  prepared;  public  information  issued 
by  headquarters  officials  ‘on  an  emergency  basis  while  in  the  field;  rou- 
tine correspondence,  telephone  calls,  or  other  informal  communications; 
and  material  classed  as  "administrative."  As  indicated  in  section  5, 
personal  writing  comes  within  the  purview  of  the  Department  only  when 
it  deals  with  official  subject  matter. 

5.  Personal  writing.  --  It  is  entirely  proper  for  officers  or  em- 
ployees of  the  Department  to  engage  in  personal  writing  or  other  public 
information  activities  outside  of  office  hours  and  when  not  on  official 
assignment,  provided  certain  requirements  are  carefully  observed. 

a.  Personnel  Guide  1,  Chapter  C2,  "Outside  Work  and  Certain 
Prohibited  Activities,"  applies  to  these  as  to  other  outside 
activities. 

b.  Personal  writing,  speeches,  and  other  public  information 
activities  dealing  with  official  subject  matter,  as  defined  in 
5c,  are  of  interest  to  this  Department.  Though  they  ordi- 
narily do  not  require  official  approval,  they  may  need  con- 
sideration of  one  sort  or  another  by  Department  officials..,,  -. 

As  the  simplest  means  of  giving  such  a project  whatever 
attention  it  may  require,  it  should  be  referred  to  the  clearance 
officer  in  the  constituent  and  handled  through  the  same  pro^ 
cedures  as  official  material  on  the  same  subject.  The  re- 
sponsibilities and  relationships  of  the  constituent  units  and 

of  OPR  follow  the  same  lines  here  as  in  clearance  of  official  + 
public  information. 

c.  Official  subject  matter,  as  used  in  5b,  means  subject  matter 
dealing  with  Department  programs  or  with  any  of  the  areas 
listed  in  section  17. 

6.  Regional  and  field  public  information  material.  --  Clearance 
procedures  in  this  bulletin,  particularly  those  in  section  17  (with  one 
exception)  and  section  22,  apply  to  public  information  materials  origi- 
nated in  central  offices  for  held  use.  With  respect  to  the  excepted  item 
in  section  17  (subject  matter  relating  to  bills  pending  before  Congress) 
the  policy  will  be  found  in  the  Agency  Manual,  Field  Service  Section,! 01 5 -d. 

Clearance  requirements  in  this  bulletin  apply  also  to  instructions  - 
from  constituent  units  and  program  bureaus  to  regional  and  local  offices 
for  release  of  information  to  the  press  and  other  media. 

Public  information  materials  originated  in  the  field  which  are  of 
such  nature  as  to  require  central  office  clearance  are  subject  to  clearance 
requirements  in  this  bulletin.  (See  FS  Section  1075,  "Clearance  Policy 
and  Procedure",  and  FS  Sections  1150-1185,  "Cooperation  with  Organi- 
zations and  Media",  in  the  Agency  Manual.) 
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7.  Governmentwide  reg-jlations  relating  to  clearance.  --  Reg’-ilations 
of  the  Bureau  of  the  Budget  require  a central  clearance  ser\'lce  in  each 
agency  and  otherwise  establish  certain  policies  and  procedures  for  publi- 
cations and  information  material  that  are  standard  for  all  Government 
agencies.  Department  policy  and  procedures  with  respect  to  clearance 
represent  more  than  pro  forma  compliance  with  these  requirements. 

They  are  based  on  experience  and  designed  to  serve  the  best  interests  of 
all  its  programs. 

8.  What  to  look  for  in  effecting  clearance.  --  The  following  criteria 
are  a general  guide  for  all  persons  responsible  for  public  information 
throughout  the  Department.  Though  no  generalization  can  apply  in  like 
manner  to  unlike  materials,  all  public  information  should  be  scrutinized 
in  termiS  of  these  basic  standards.  This  scrutiny  is  a contin'uing  process 
from  the  initiation  of  an  idea  throughout  its  development.  Clearance  is 
simply  the  last  step  in  this  process  --  the  final  check-point.  Xote  es- 
pecially that  the  points  to  be  considered  fall  into  two  distinct  but  closely 
related  groupings; 

a.  Review  and  official  approval  of  subject  matter,  to  assure: 

(1)  Corn'ormance  with  laws  and  regulations  relating  to 
Government  public  information,  the  Department's 
statutory  duties  and  responsibilities,  and  general  regu- 
lations with  respect  to  Government  administration  and 
the  conduct  of  Federal  employees; 

(2)  Conformance  with  executive  policies,  including  proposals 
and  recommendations  for  program  development  authorized 
by  the  Secretary,  and  with  administrative  determinations 
made,  within  their  several  areas  of  responsibility,  by  the 
Secretary  and  the  Commissioners  and  their  bureau  chiefs; 

(3)  Factual  and  legal  accuracy,  and,  when  applicable,  rationali- 
zation and  reconciliation  with  related  data; 

(4)  Consideration  of  any  implications  with  respect  to  related 
Department  programs,  activities,  or  interests  that  are 
beyond  the  administrative  responsibility  of  the  initiating 
unit;  similar  considerations  are  applicable  if  relationships 
outside  the  Department  are  involved. 

b.  Cross-checking  of  proposed  arrangement  for  presentation 

and  utilization,  to  assure: 


(1)  Consideration  of  all  questions  of  public  interest,  need, 
and  use; 

(2)  Effectiveness  and  timeliness  for  the  specific  purpose; 

(3)  Appropriate  and  effective  use  of  media  and  channels  of 
communication  and  distribution; 
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(4)  Sound  economy  in  expenditure  of  public  funds; 

(5)  Avoidance  of  duplication,  gaps,  and  the  like.  ; • 


Clearance  Responsibilities  of  Constituent  Units  : , .>  - 

9.  Responsibility  of  initiating  office.  --  The  primary  responsibility 
for  considering  whether  public  information  material  meets  the  basic 
criteria  outlined  in  section  8 rests  upon  the  office  initiating  the  project. 

As  pointed  out  in  that  section,  this  consideration  is  a part  of  planning  ^ 
and  production  as  well  as  clearance.  ; 

10.  Constituent  unit  responsibility  for  subject  matter.  --  On  all  > p . 
public  information  materials,  the  constituent  unit  is  responsible  for  ^ 
deciding  whether  subject  matter  is  included  which  requires  official  ap-  - 
proval  in  advisory  groups  reporting  to  the  Secretary.  OPR  will  refer  to 
the  constituent  unit  concerned  any  statements  in  such  material  that  require 
checking  for  factual  accuracy  or  other  aspects  for  which  the  constituent 
unit  has  primary  responsibility. 

11.  Importance  of  Department -wide  cooperation.  --  The  effectiveness 
of  each  of  the  clearance  functions  performed  in  OPR  depends  heavily  upon 
the  active  cooperation  of  the  constituent  units.  Except  for  material  pre- 
pared in  the  Secretary's  Office,  the  production  and  handling  of  materials 
is  initiated  elsewhere  in  the  Department  and  the  speed  and  usefulness  of 
OPR's  services  depend  in  large  part  on  how  effectively  these  services 
are  used  by  the  constituent  units. 

12.  Relationships  between  OPR  and  constituent  units.  --At  some 
point,  every  piece  of  material  produced  in  the  Department  should  be 
considered  in  terms  of  the  criteria  outlined  in  section  8.  But  OPR  comes 
into  the  clearance  process  only  when  questions  may  be  involved  that  go 
beyond  the  immediate  responsibility  of  the  constituent  unit.  Sections  13- 
21  outline  the  participation  of  OPR  and  of  the  constituent  units  in  arrange- 
ments for  the  clearance  and  release  of  various  classes  of  material. 


Specific  Areas  of  Responsibility 

13.  Subject  matter  requiring  OPR  clearance.  --  Because  of  what 
they  say,  certain  public  information  materials  require  approval  in  the 
Office  of  the  Secretary  before  release.  This  requirement  applies  to  all 
public  information  materials  and  projects,  regardless  of  the  medium  and 
channel  of  communication  employed,  that  deal  with  subject  matter  of  the 
kinds  listed  below.  Though  OPR  is  responsible  for  effecting  clearance 
in  the  Secretary's  Office  on  material  requiring  approval,  the  constituent 
unit  has  the  initial,  and  in  many  ways  the  key,  responsibility.  The  con- 
stituent determines  what  it  should  send  to  OPR  and  what  it  may  issue  on 
its  own  responsibility.  (See  section  10.) 
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The  public  information  materials  that  should  be  sent  to  OPR  before 
release  include  all  those  which: 

Deal  with  Department  policy  and  program  development  beyond 
that  provided  for  in  existing  legislation  or  formulated  in  official 
Department  recommendations; 

Include  information  or  comment  on  any  specific  bill  pending 
before  Congress; 

Refer  to  the  constitutionality  of  any  Federal  or  State  law  or 
proposed  legislation,  except  as  a simple  statement  of  a past 
court  decision; 

Have  implications  for  program  developments  sponsored  by  the 
Executive  Office  of  the  President; 

Involve  any  statement  with  respect  to  the  Government's  foreign 
policy  and  international  relations,  including  exchange  programs; 
or  to  national  security  --  except  in  established  Department 
activities  where  the  entire  administrative  responsibility  has 
been  specifically  delegated  to  a single  office  within  the  Department; 

Relate  to  unresolved  questions  affecting  another  Government 
agency; 

Represent  public  information  prepared  by  or  for  the  Secretary's 
Office; 

Represent  public  information  on  reports,  findings,  comments,  or 
resolutions  of  Department  committees  appointed  by  the  Secretary 
or  for  which  he  has  final  responsibility; 

Represent  public  statements  prepared  in  the  Department  for  the 
use  -of  the  Executive  Office  of  the  President; 

Deal  with  any  special  subject  or  utilize  any  medium  of  communi- 
cation which  the  Director  of  Publications  and  Reports  may  from 
time  to  time  designate  as  requiring  clearance  in  the  Secretary's 
Office. 

Centralizing  the  review  and  approval  of  certain  subject  matter  in 
public  information  materials  before  release  is  a recognized  aspect  of 
good  administration.  It  places  in  the  Office  of  the  Secretary  the  responsi- 
bility for  public  statements  in  fields  for  which  the  Secretary  is  primarily 
held  accountable.  It  assures  consideration  by  a central  staff  whose 
awareness  of  possible  implications  of  such  subjects  for  other  programs 
or  units  within  the  Department  and  for  other  Government  agencies  is 
greater  than  can  be  expected  from  any  single  initiating  unit.  Through 
such  referral,  also,  the  Secretary's  Office  is  kept  up  to  date  on  what  is 
being  said  publicly  throughout  the  Department  or  important  subjects  and 
developments  in  these  fields. 
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Once  a statement  has  received  official  approval,  it  can  be  used 
repeatedly  without  further  clearance  with  OPR  until  some  change  makes 
reconsideration  necessary.  The  constituent  unit  must  determine,  as 
occasion  arises,  whether  it  should  continue  to  use  the  statement  already 
cleared  or  whether  some  unusual  or  new  development  makes  it  advisable 
to  check  back  with  the  Secretary's  Office.  The  clearance  officer  in  the 
constituent  unit  should  take  the  initiative  in  bringing  such  developments 
to  the  attention  of  OPR. 

To  sum  up,  for  clarity  and  general  understanding:  this  section  on 
subject  matter  clearance  through  OPR  applies  to  public  information  as 
defined  in  section  3 and  to  such  personal  writing  as  might  come  under 
section  5b;  it  does  not  apply  to  the  items  listed  in  section  4.  In  case  of 
doubt  as  to  whether  a particular  item  should  have  this  clearance,  OPR 
may  be  called  on  for  advice. 

14.  Publications.  --  In  general,  publications  are  understood  to  in- 
clude periodicals  as  well  as  books,  pamphlets,  flyers,  and  similar  non- 
periodic public  information  material,  both  printed  and  processed.  In 
matters  of  procedure,  periodicals  are  considered  as  a separate  grouping, 
as  indicated  below: 

a.  Nonperiodic  publications.  OPR  will  be  responsible  for 
clearing  subject  matter  requiring  official  approval  in  the 
Secretary's  Office  (section  13).  The  constituent  unit  will  be 
responsible  for  all  other  considerations  relating  to  content, 
including  factual  accuracy,  style  of  presentation,  and  editorial 
detail;  OPR  will  not  review  copy  for  these  considerations 
unless  its  assistance  is  requested  or  unless  some  unusual 
circumstance  indicates  that  an  additional  review  is  needed. 

All  publications  or  public  information  text  and  artwork  for 
printing  or  duplication  will  continue  to  be  sent  to  OPR  before 
final  processing  or  production  --to  receive  the  clearance 
required  on  the  requisition,  and  to  give  OPR  a final  oppor- 
tunity to  determine  whether  the  material  involves  any  question 
of  policy,  presentation,  or  utilization,  including  consideration 
of  a foreword.  If  subject  matter  clearance  is  required,  it 
will  be  handled  at  the  same  time  as  clearance  of  requisition, 
to  avoid  separate  actions. 

b.  Periodicals.  Before  a new  periodical  is  undertaken,  the 
project  must  be  approved  by  the  Secretary  and,  if  it  is  to  be 
printed,  by  the  Bureau  of  the  Budget.  Major  changes  in 
existing  periodicals  require  similar  clearance.  OPR  is  re- 
sponsible for  negotiating  these  clearances.  Once  a periodical 
has  been  approved,  the  contents  do  not  require  clearance  with 
OPR  unless  they  deal  with  subject  matter  in  the  areas  listed 
in  section  13.  But  the  requisition  for  each  issue  of  a peri- 
odical must  come  to  OPR  to  be  signed. 

15.  Press  releases.  --  Because  of  questions  of  policy,  timing,  and 
distribution  involved  in  national  press  material,  all  press  releases  are 
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forwarded  to  OPR  before  issuance.  Press  material  includes  both  re- 
leases for  the  general  press  (HEW  numbered  series),  distributed  by  OPR 
through  the  Department  Press  Room,  and  releases  for  specialized  press 
outlets.  The  latter  --  for  the  professional,  trade,  labor,  and  other 
specialized  press  --  may  be  distributed  directly  by  the  constituent,  or 
the  facilities  of  the  Department  Press  Room  may  be  utilized. 

16.  Clearance  contacts  on  other  public  informational  materials.  -- 
As  outlined  in  sections  14  and  15,  the  text  of  all  nonperiodic  publications 
and  of  press  releases  is  forwarded  to  OPR  routinely  before  processing. 

In  contrast,  OPR  comes  into  the  picture  in  handling  other  material  only 
if: 

a.  Subject  matter  is  included  that  requires  official  approval  in 
the  Secretary's  Office  (section  13); 

b.  Advance  notice  to  OPR  is  needed  (sections  18-20). 

17.  Materials  involving  no  contact  with  OPR.  --  Unless  they  require 
official  approval  of  subject  matter,  the  following  materials  may  be  handled 
directly  by  the  constituent  unit  without  referral  or  notice  to  OPR: 

Contents  of  regular  issues  of  Department  periodicals  --  but 
requisitions  are  forwarded  to  OPR  for  clearance  signature, 
as  explained  in  section  14b; 

Speeches  by  officials  other  than  Comnaissioners; 

Articles  for  professional,  trade,  labor,  or  other  special  journals; 

Contributions  to  scientific,  technical,  and  other  specialized 
outlets,  including  organizations. 

18.  Advance  notice  to  OPR  --  "national"  media.  --  On  the  kinds  of 
material  listed  below,  the  constituent  unit  should  notify  the  Director  of 
Publications  and  Reports  by  memorandum  as  soon  as  a commitment  is 
made.  Such  advance  notice  makes  it  possible  to  inform  regional  offices 
and  others  interested;  to  consult  with  the  speaker  or  author  about  any 
related  Department  activities  that  may  have  a bearing  on  his  commitment; 
and  to  give  him  such  other  services  as  may  be  appropriate  and  helpful. 
This  notice  has  nothing  to  do  with  clearance  of  subject  matter,  which  is 
the  responsibility  of  the  constituent  unit  unless  a subject  requiring 
official  approval  in  the  Secretary's  Office  is  included.  The  materials 

for  which  this  advance  notice  is  needed  are: 

Speeches  by  Commissioners,  including  radio  or  television 
speeches,  interviews,  and  discussions; 

Participation  in  radio  programs  on  national  networks  and  in 
television  network  programs  --  including  speeches  and  inter- 
views --as  well  as  cooperation  in  the  preparation  of  dramatized 
or  other  special  presentations  for  national  networks; 
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Articles  for  national  magazines  of  general  circulation  (as  dis- 
tinguished from  professional,  trade,  labor  or  other  special 
journals); 

Books  or  contributions  to  books  for  nongovernmental  publication, 

19.  Advance  notice  --  exhibits,  motion  pictures,  transcriptions,  etc,  -- 
On  projects  involving  Department  production  of  audio-visual  material, 

OPR  should  be  notified  as  soon  as  a decision  is  made  to  undertake  the 
project.  A followup  notice  should  also  be  sent  to  OPR  when  preliminary 
work  is  in  shape  and  before  physical  manufacture  is  begun.  Again,  this 
procedure  does  not  relate  to  official  approval  of  subject  matter,  in  which 
OPR  would  be  concerned  only  as  indicated  in  section  13.  The  projects 

on  which  both  advance  and  followup  notice  are  requested  usually  involve 
substantial  Government  expenditures;  ordinarily  they  are  designed  for 
long-term  use;  they  require  highly  specialized  skills;  and  they  represent 
particularly  effective  ways  of  reaching  a large  public.  For  these  reasons, 
it  is  desirable  to  maintain  a Department  "clearing-house”  to  bring  to- 
gether advance  information  on  such  projects  and  to  make  the  most  of  the 
Department's  combined  skills  and  experience  in  their  production  and  use. 
The  advance  and  followup  notices  make  this  kind  of  cooperation  possible. 
The  audio-visual  materials  involved  are: 

Car  and  bus  cards; 

New  exhibits; 

Motion  pictures  and  film  strips; 

Series  of  radio  transcriptions  or  television  programs  or  spot 
announcements. 

20.  Advance  consultation  --  cooperation  with  nongovernment 
agencies,  requests  for  sponsorship,  etc.  — From  time  to  time  the  De- 
partment joins  with  nonprofit  voluntary  agencies  in  public  information 
projects  in  fields  in  which  both  are  concerned  --  as,  for  example^  tu- 
berculosis control.  Occasionally  too,  nongovernment  organizations, 
both  nonprofit  and  commercial,  request  what  amounts  to  sponsorship  or 
endorsement  by  the  Department  or  a constituent  unit  or  official  in  con- 
nection with  some  project  of  their  own.  In  most  cases  such  cooperation 
is  not  only  proper  but  very  much  in  the  public  interest.  Sometimes,  ■ 
however,  such  projects  raise  important  legal  or  policy  questions.  To 
give  opportunity  for  full  consideration  of  such  questions  and  for  whatever 
coordination  of  Department -wide  interests  may  be  desirable,  the  Director 
of  Publications  and  Reports  should  be  notified  of  such  requests  before  a 
commitment  is  made.  This  provision  for  advance  consultation  applies  to: 

Proposed  joint  projects  with  voluntary  nonprofit  agencies; 

Requests  from  nongovernment  organizations  for  Department 
sponsorship,  endorsement,  or  participation  iji  public  information 
activities,  public  statements,  or  production  of  publications, 
motion  pictures  and  film  strips,  radio  or  television  programs, 
and  the  like. 
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21.  One  copy  of  finished  material  to  OPR.  --  As  a matter  of  infor- 
mation and  to  keep  OPR  up  to  date,  one  copy  of  each  issue  in  its  final 
form  of  every  piece  of  public  information  material  (printed  or  processed, 
periodical  or  nonperiodical)  should  be  forwarded  by  the  originating  office 
immediately  upon  issuance  to  the  Director  of  Publications  and  Reports. 

Some  General  Guides  in  Handling  Clearance 


22.  Clearance  is,  of  course,  only  one  step  in  the  process  of  developing 
and  disseminating  public  information.  Since  its  purpose  is  to  serve  as  a 
final  check,  it  should  not  be  expected  to  carry  the  burden  of  functions 
which  can  be  more  effectively  handled  at  an  earlier  stage.  Major  policy 
questions,  for  example,  are  ordinarily  a matter  for  determination  in  ad- 
vance of  public  information  production.  Constructive  planning  and  con- 
sultation on  the  pilblic  reporting  aspect  of  Department  programs  should 
also  help  to  settle  many  critical  questions  before  actual  work  is  under- 
taken. Early  consultation  among  all  concerned  not  only  simplifies  and 
expedites  clearance;  it  also  saves  time  and  effort  in  the  entire  planning 
and  production  process  and  results  in  a better  job. 

23.  In  clearance,  as  in  any  other  activity,  it  takes  cooperation  to 
produce  results  that  will  be  satisfactory  all  around.  Clearance  officers 
will  consult  the  appropriate  officials  on  questions  beyond  their  individual 
competence;  a major  part  of  their  responsibility  is  exercised  through 
knowing  whom  to  consult  about  what.  When  necessary,  OPR  will  recom- 
mend a solution  of  any  question  that  cannot  be  settled  on  this  basis. 
Unresolved  issues  will  be  discussed  with  the  Commissioners,  through 
established  administrative  channels.  If  a mutually  satisfactory  agree- 
ment is  not  reached,  the  ultimate  decision  will  be  a matter  for  determi- 
nation by  the  Secretary. 

24.  Cooperation  and  consideration  are  essential  for  good  working 
relations  between  clearance  officers  and  the  office  or  individual  ini- 
tially responsible  for  the  copy  that  is  being  cleared.  While  verbal  editing 
is  not  ordinarily  a part  of  the  clearance  function,  it  sometimes  is  an 
inseparable  element  when  meaning  or  clarity  is  concerned.  As  a general 
procedure,  the  author  should  obviously  have  the  chance  to  consider  all 
changes  suggested  by  a clearance  officer.  In  certain  situations,  last- 
minute  changes  may  be  imperative  and  it  may  be  impossible  to  discuss 
them  with  the  author.  The  clearance  officer  must  then  be  doubly  certain 
that  his  changes  do  not  introduce  errors  of  fact,  distort  the  author's 
meaning,  or  shift  the  emphasis  improperly.  (For  referral  of  unrecon- 
ciled questions  of  policy  or  factual  accuracy,  see  section  23.) 

25.  If  the  initiating  office  has  any  questions  as  to  clearance,  it 
should  consult  the  clearance  officer  of  the  constituent  unit.  OPR  may 
also  be  called  on  for  advice.  Such  questions  may  be  raised  at  any  point 
in  the  production  process,  but  such  preliminary  discussion  does  not  pre- 
clude the  need  of  following  regular  clearance  procedures  at  the  proper 
time.  OPR  will  give  assistance  requested  by  the  constituent  units  in 
connection  with  clearance,  as  in  other  aspects  of  public  information. 
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26.  In  summary,  the  clearance  process  is  intended  to  ensure  that, 
insofar  as  possible  and  in  the  light  of  the  best  judgment  of  all  concerned. 
Department  public  information  materials  and  actions  are  in  accord  with 
legislation,  regulation,  or  executive  policy;  conform  with  established 
policies  within  the  Department  and  do  not  include  statements  or  actions 
involving  unresolved  policy  questions;  are  factually  accurate  and  valid; 
are  in  accord,  with  respect  to  subject  matter,  with  related  programs  or 
activities;  and  are  based  on  considerations  of  the  public  interest,  in- 
cluding need,  use,  and  economy. 


Director  of  Publications  and  Reports 


April  1957 
(Originally  issued 
June  30,  1950,  by 
Federal  Security  Agency) 
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